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Open Excel - Open File – Click on File Name
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Highlight 
cells then 
press Ctrl+D
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If not administered – make 
sure there is a reason code

If referred for sub assess – make 
sure one has been done

If more than 14 days 
from referral to Maysi –
check actual Maysi date 
or other reasons why



Always run a CFE 

[Comprehensive Folder Edit] 

after making changes in 

CaseWorker and BEFORE

sending Extract
17


